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A person 19 or over
who has a mental or
physical disability and

participates in a school
program




2. Income Eligible

* No matter what the
documentation source, please
compare income listed to the

current USDA Income Eligibility
Guidelines for accurate SFSP
eligibility

Income Applications

-Applications must be kept on
each camp session

-Reimbursement only for those
meals served to participants
who qualify for free or reduced
priced meals.

-Income Applications are
available on the SFSP website

OR

-If other sources of income
eligibility are available, and SCN
reviewers are able to review the
information, this will satisfy the
income application requirement

for residential Upward Bound
programs.
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Income applications must be

updated every twelve months.

Current year applications are
located on our website

Effective from Jaly 1, 2013
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Current Year Income Eligibility
Guidelines must be used
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~ Camp Programs May Serve Any
'Combination of Three Meal
/ Services!




SFSP Meal Pattern

Summer Food Service Frngram
Meal Pattern
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http://education.ky.gov/federal/SCN/Pages/Summer-Food-Service-Program-(SFSP).aspx

1. Fluid Milk (1% or Skim)

2. Fruit, Vegetable or 100%
juice.



1. Fluid Milk (1% or Skim)

2. Fruit and/or Vegetable




Fluid Milk (1% or Skim) and/or

Vegetable/Fruit: (Juice must not be served when milk
is the only other component) and/or




orrrio vs. Srinvr

Lunch and Supper:
Sponsor Prepares
Required Components.
Participant may decline
two items.




- in compliance with local and

State health and safety codes. T T
Y All participants eat meals “on-site.” HOWEVER, One whole
/ fruit, vegetable, or grain item that is not eaten may be
taken off site by the participant if the sponsor chooses to
include this practice and has the supervision to ensure

proper compliance.



Let the State Agency know about Field Trips!

A /

-Establishing Meal
Times (No time
restrictions)

-If meals are
delivered, theys can
be delivered no more

than 1 hour before the
beginning of the meal
service. -If meals are not prepared on
site, proper facilities must exist

on-site for storing the food!

(Remember Food Safety!)







7CFR 225.16 (d)

Meals Must Meet Meal
Pattern Requirements and
Sufficient Quantities of
Each Component Must be
Served for meals to be
Reimbursable.



Fill out each
component item
completely

List the appropriate
portion size or
amount if a CN label
product

Document number of
total portions
prepared

One planner per day,
per food prep facility
for Self-Prep
Facilities

Daily 3757 Miean Flanner BLE ([CAMP AND MIGRENT OMLY)




Breakfast, LunchiSupper, Snack
Daily SFSP Menu Planner

lnﬁ?nam Sy

Spunsur.f

Breakfast Number of

(3 components) Menu item Portion Size Portions
Prapared

s[5 oo | he | oo |
on I

4 Llir_lér'g,hr&mpar Number of
{5components) Portions
Prepared

Fru

&

Snack
{2 out of 4 componants)

Paortion Size Number of
Portions
Prepared

Meat/Frotein




additional daily menu planner is
required to meet the meal pattern
documentation requirement.
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Document Training on
the Training Form
provided to you by the

State Agency (SFSP Remember to document
Website.) WHO was trained,
WHEN the training was
conducted, and WHAT
was covered during the

Ensure all Staff are trained on training.

the specific requirements of their
job or role in SFSP. All will be
trained on Civil Rights.



Different Trainings may be
conducted due to varying roles
of hired or volunteer workers

Keep Your Training
Agenda and Signature
Form available for review.




Monitoring!

The Role of the SFSP Monitor

1. Conduct a Pre-Operational Visit for
All New Sites (See SFSP Website for
Preoperational Visit Form)

2. Conduct a quick First Week Visit for All
Sites (May Be Waived for Returning Sites)
(See SFSP Website for First Week Visit
Form)

3.Conduct an in-depth Monitor Review
within FOUR WEEKS for all sites. (See SFSP
Website for Monitor Form)


http://education.ky.gov/federal/SCN/Pages/Summer-Food-Service-Program-(SFSP).aspx

Use your Monitoring
Documentation to
Improve Your Meal

Service!

Monitoring!

Keep All Monitoring
Documentation
Available for Review
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1. Menu Planner

b . 2. Daily Meal Count
SEES

Daily
Recordkeeping
Reqguirements



1. Menu Planner

Sponsors must keep records
that provide adequate
documentation that all meals
claimed have met the meal
pattern and were eligible for
reimbursement. Each Food
Preparation Facility must keep
their own menu planner with
total number of meals
prepared by that facility.

*Not Applicable to Vended
Upward Bound Programs




Must include: 2. Daily Meal Count
Sheet for Camp Programs

The number of meals delivered or with 100% Free Eligibility
prepared, by type

Aftachment 18

DAILY MEAL COUNT FORM
Meal Type(cicle): B L SN SU

Complete first meals served to children, by S
type

First Meals Served to Children {cross off number as each child recerves a meal):

1 2 3 4 5 6 7 8 % 10 11 12 13 14 15 18 17 1% 20

21 212 13 2 25 26 27 28 29 30 3 32 33 3 35 36 37 3 3% 40

41 1 43 45 46 7T 48 4% 50 5 52 53 & 55 5 57 3 59 60

. 61 2 63 65 66 67 63 69 T0 7 2 73 7 75T T T 7% 80

Meals served to program adults, if any SR m s S T D 9 R % s % I B 5 W0

101 102 103 104 105 106 107 108 109 110 112 113 114 115 116 117 118 119 120

121 122 123 124 125 126 127 128 129 130 131 132 133 134 135 136 137 138 139 140

Meals served to non-program adults, if any ety Tod St~

4 5 678 810 Total Program Adult Meal: +

Total nen-Program Adult Meal: +

Total of items:

Number of addihonal children requestinz a meal after all available meals were served:
123 45 6 7 8 810 11 12 13 14 135

by signing below, I cerify that the above information is tue and accurate:

Signature




Must include:

Names of all participants
A predetermined, but unobvious code
that indicates whether the participant is
income eligible or not.

The Date of the Meal Services

Checkmarks to indicate whether or not the
participant was served this meal

Meals served to non-program adults, if any
Meals served to program adults, if any

*Sponsors may create these documents for
use in an electronic spreadsheet

2. Daily Meal Count
Sheet for Camp Programs
with Mixed Eligibility

Meal Count Worksheet for Camps with Eligible and Non-Eligible Parficipants
[ Dee ]

Tota] Flights Meak: Total Inafigltile Meak:

Total Noar Program Adult Meak:

Tot] Program Adebi Meak:

By sigeing bedow, [ canify fat the bove infoemation & troe and aczarme:

Hpmine
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Program Cost Documentation

All Sponsors are Required
to Keep Documentation of
Program Expenses to
account for the receipt,
obligation, and
expenditure of all SFSP
Funds

[OMB Circular A-110, Section
22 (i)]

**Sponsors do not have to keep a
separate food service account for their
SFSP program.



Allowable Costs

Program Labor Such as Coo@or

Site Supervisors

Administrative Labor such
as Program Managers or
Mpnitors

T .. s 1
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Documentation of Food and Non-

Food :
Receipts

Purchasing Invoices

Bank Records




Documentation of Food and Non-

Food
Mileage Logs

1 Dilleage log |

Monthly Inventory
Control Sheet (Done
per Month)

Cancelled Checks

e



Documentation of Program
Labor Time

TIME REPORT - Site and Food Service Staff*

.+ r £+ [ |
Tunderstand that this information is being given in connection with the receipt of Federal funds and
that deliberate misrepresentation may subject me to prosecution under applicable State and Federal
cnminal statutes.

Site supervisor's signature Date

*Use this form for all site-level and food service staff performing operating costs tasks, that is, tasks
directly related to the food service (e g meal servers, cooks, supervising children at the site).




Documentation of Administrative

Staff Time

I [ [ ]

- rr e
I understand that this information is being given in coonection with the receipt of Federal fumds and
that deliberate misTeprasentation may subject me to prosecuten under applicable State and Federal

Supervisor's signatare Date

*1z= this form for admmiztratve saff performing administrative cost tasks, that is, tazks ralated
the administration of the Program (.2, monitors, book keepers, office staff, directors).




SUMMARY OF ADMINISTRATIVE EXPENSES

Summary of
Administrative
Expenses
(Tool for
Compiling
Expenses Per
Month)

7. Rental of office space

8. Office supplies

9. Unlines

10. Use allowance of
furniture and Sxtures

11. Audir fees

12 Legal fees

13. Office building

mantenance
14. Other (specify)

15. TOTAL




SFSP Procurement is required by FNS
regulation (7 C.FR. §225.17). As
with all other Federal funds, the

primary objective of these procedures

IS to ensure maximum open and free

competition. Although the program

regulations do not specifically limit

the term of procurement contracts,
the State Agency will only allow,

contract terms of one or two years.




Obtain the names, addresses,
and email addresses of at least
three food supplier companies.
(Example: Gordon Foods, US
Food, Sysco )

Fill out the prototype Invitation
to Bid (Form A) letter with the
necessary information

Invitation to Bid (Form A)

Date

Contact Name

Address

City, State

Zip

Object: Invitation to Quote Price of Goods

Dear (Contact Name)

We are interestedin purchasing [describe goods. )

Using the attached procurement farm, please quate yaur ardinary unit price for supplyingthese
goads togetherwith your discount forvolume purchases, Pleaseincludesalestax and delivery

charges when applicable.

Please alsoindicate

&) Yourterms of payment,

&ll price quotations must be firm and be goodfar a period of one year unless otherwise stated,

Please have quates backto me by (date.)

Sinceraly,

Yaur Name

Yaur Title

Yaur Phone Number
Yaur Email




[Faod Supply Vendar Cantract |Form ]

o cndh vl prck lor upplaen o ot o indicalcd e B ikl cte Nge gl by B

Fill out the Bid List and Contract g=
(Form B) with the items you
plan to purchase from the Food
Supply Company. Make three
copies.

tname of vendor), agres to supply the above

named tems atthe price gquoted. Dellvery costs and saks tax are Included with this
quote.

Terms of payment are —
This contract may be volded by <ither party at any time.

algnu w2 Tendo SEIoEbE [Cictm

aAlgnaum 2 igotey o Inetwutan Sarmsan o Cetm
(Spomuor or Imetitution Repreyentetive Sigm AFTER bid hea been coompbed)



Mail or email both documents to each
of the food suppliers with a date that
the bid should be returned. Sponsors
must ensure that all potential food
suppliers receive that same
information.

When bids are returned to you,
compile the bids, and document which
food supplier was selected. If the
lowest price is not the reason for
selecting a prospective bidder, you
must document why the alternate food
supplier was chosen.

Keep all documentation of your
procurement process available for
review




" QUESTIONS?

Call Cathy Gallagher
502-564-5625 Extension 4933
Cathy.gallagher@education.ky.gov

Thank you for Your Participation in
the Summer Food Service Program!

We all Wish You
Success!



